
Balance Sheet Input Template Instructions 

The following instructions will explain how to input numerical data from the local government 

entities’ financial statements and the State Uniform Chart of Accounts (UCA) to create an 

electronic version of the entities balance sheet that is compatible with the transparent.utah.gov 

system and is mapped to the UCA as required by the Office of the Utah State Auditor. 

 

1. Map the entity financial statement to the UCA: 

a) UCA Funds and Accounts are available on the green BS_Funds and BS_Accounts tabs 

on the workbook. 

 

b) Using the appropriate UCA fund description, identify the corresponding UCA fund 

number that best matches the description listed on the entity financial statements. 

c) Using the appropriate UCA account description, identify the corresponding UCA account 

number that best matches the category description listed on the entity financial 

statements.  

 



2. Enter data into workbook: 

a) Select the yellow BS_Input tab in the workbook to perform the Balance Sheet data entry. 

i) NOTE: The cells and columns in blue are required data entry fields, cells and 

columns in green are optional data fields, and cells and columns in pink are for 

validation only (do not alter pink cells or columns). 

 

b) Enter the entity name in Cell A3. 

c) Enter the fiscal year of the balance sheet being entered in Cell A6. 

d) Enter the appropriate fiscal year code, based on the year end of the entity, into Cell A10 

 

 
 

e) Enter the 3 digit UCA fund number (column C) and the 8 digit UCA account number 

(column D) that corresponds to the entity financial statement. 

i) NOTE: All funds of the same fund type will be converted in column O to the base 

fund number (ie, 501 = 500 and 502 = 500). 

ii) NOTE: If the account number entered is not a valid UCA account number, #N/A will 

appear in columns I-L and must be corrected. 

f) Enter the amount from the entity financial statement that corresponds to each account 

number in column G. 

i) NOTE: Enter all amounts as positive numbers unless they are a contra account (ie, 

Accumulated Depreciation) or have a negative balance. 

 

 
 



3. Verification: 

a) Verify that the “out of balance check” is Cell A21 is zero, if not zero, make adjustments 

to amounts in column G. 

 

 
 

b) Verify that all fund and accounts numbers are valid by making sure that columns I-O do 

not contain #N/A. 

c) Verify that all fund and account names in columns I-O match the categories on the entity 

financial statements. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4. Create transparency compatible file: 

a) Using the MS Excel toolbar, select “VIEW” then “Macros” then “View Macros.” 

 

 
 

b) At the bottom of the macros dialog box, assure that the “Macros In” line is set to “This 

Worksheet.” 

 

c) Highlight the “Sheet1.Copy_Data” macro and click “RUN.” 

 

d) Check the blue “Upload Info” tab and verify the Record Count number and that Batch 

Dollar Amount does not contain #N/A 

i) If “Upload Info” tab contains #N/A, return to step 3 above. 

 



e) Again, using the MS Excel toolbar, select “VIEW” then “Macros” then “View Macros.” 

 

f) Highlight the “Sheet3.Export” macro and click “RUN.” 

 

g) Select the location where the file will be saved. Be sure you know where the file is going 

to retrieve it later. 

h) Click the SAVE button. The name for the file will automatically be filled in using entity 

name and year-end. 

 

i) Select the “Upload Info” tab and print or write-down the Record Count and Batch Dollar 

Amount to be able to upload the file. 

 

 

 


